
INSTRUCTIONS See Publication No. 76-RM-! for instructions on completing this forrn.'Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 

FOR AGENCY USE 
rpplication Date 

rpplication N u m b  

1. Agency Address 
Department of Education 
Of f i ce  of Vocational Education 
Div is ion  of Vocational I n s t r u c t i o n  
At lan ta ,  Georgia 

FOR REMRDSMANAGEYEWT US _- .. .. 

1. Dates of Series 
Earliest Latest 

I G dafe  

Application Number 

a - 3 3 q  
Date Received Date Completed 

5. Remrdt Series Title (followed by title used in office; if different1 
DIVISIOY WIDE connoi SCHEOULE 

Vocational Organizat ion Contes t s  F i l e s  

~~~~ 

1. Remrd Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

conducting voca t iona l  skills c o n t e s t s  sponsored by t h e  voca t iona l  
organiza t ion .  
FFA Contest  F i l e s  - See Schedule 181-50.) 

(This schedule does not  cover Future  Farmers of Americ; 

included are: a p p l i c a t i o n s  by organiza t ion  members f o r  p a r t i c i p a t i o n  i n  t h e  con te s t ;  
r e s u l t s  of con te s t s ;  and, r e l a t e d  correspondence 

File i s  arranged: by voca t iona l  organizat ion;  thereunder  chronologica l ly  by f iscal  year ;  
thereunder a l p h a b e t i c a l l y  by con te s t .  

I. Monthly Reference Rate How often are recmds referred to which are: 

One to six months old ; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older ? 
3. Annual Rate of Accumulation of Remrds 

Letter-size drawers ; Legalsize drawers ;Shelves ; Other fspeify) 



'ES NO 10. Questionnaire (Place an "X" in the proper mlumn) 
a. Is this the official mpy of the series? 

c I f  not. where i s  it? 

b. Does the series mntain confidential information requiring security handling? If  yes, &re law or regulation. 
X 

~ 

1. Retei 

c. Is this a vital record? 
d. Does this series have historical M long term research value? 
e. When one or two documents in the file make it necessary tokeep the entire file for a long period, could these 

f. Is the information mntained in this series ever Dublished? If  ve% attach &v. 
g: fs th; inforkt ion mntained in t h i s  series ewr analyzed and/or recorded in a summarized report? 

If ves. attah w v .  
h. Is there a duplication of this series in your office, or in another office or agency? 

If  ves. where? 
i. Is this series (or a maior Dorb .on of it/ rwularlv microfilmed? 
L Doesthe record series res& i na- j-a? 

documents be scheduled semratelv? 

. .  

ion Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need ?years. 
c. Federal law years. f. Federal retention instructions years. 

Attach mpy or excert of laws cf regulations. Explain administrative need. ~ 

.., ~ ~ 

-. 

,. . . .  

.~ 
2. Approved Disposition Instructions ' This agency recqmmends that the file series be cut of+ a t  the end of each: 

0 Calendar Year; kl Fiscal Year; 0 Other then. 
. .  .. ~~ 

Cio Hold in the current files area monthk) 2 - , . vearfsl: then . .  . . . .  
Transfer to local holding area; hold 

I3 Transfer to State Records Center; hold. ' ~ 1 yearls); then 

0 Transfer to State Archives for permanent retention. 
Other [Specify) 

yeark.); then 

E4 Destroy. . .  

: 

These instructions apply to a l l  prior and future accumulations of the series. 

I Date I Reeordr Management Officer ISignatOrel I Date 
I I - -  

Date 

4.Y .." 
I' m 

, I L  .,= .,@roved. State Auditorhignee 

if explanation.) t e h i g  5--2t-p 


